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Personal Action Plan
00 Month 2014
Name

	Describe what you want to do
1


	


	Discuss what actions are required and why

2


	


		List of actions as agreed with the Instructor

3


	Step one > Step two > Step three
1. Step one
2. Step two
3. Step three
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Tips for Instructors: make sure that the student describes in their own words what it is they want to do. Less is more! Ask the 
student to see if they can identify where the computer’s attention is. Emphasise visual signals eg. the cursor. 
In order to ask for help on how to do something new, you need to use the vocabulary of the application you are using – which can 
be discovered by hovering the mouse over the relevant symbol or text.
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